
CYMS TRAINING GUIDE 
CTG-A05 – ACTIVITY SETUP 

Updated Apr 04 
Creating a CDC/SA Class 

1 Go To Files  Activity  Activity Maintenance. 

 
2 Click Add. You will continue to the Core Information screen. 
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Hint: Use the Tab key to move from field to field. 

 

Explanation of the important fields on this screen: 

Activity Number – There is a very specific numbering scheme that should be used whenever possible. 
If you don’t know how to assign a number to your program, call VSI for assistance. In this example, you 
will create a full day infant class: 900000. 

Class Description – Enter a description in the following format: <building number> - <program type> 
(<age group>). For example: 1234 - FD (Inf). 
Prt Description – This field will be filled in automatically from the Class Description. You may need to 
edit it since the print description is shorter than the class description. 

Class Status – You will almost always select Active. Ask yourself, “Do I want to be able to enroll kids 
into this class?” If the answer is yes, make it active. 

Actv Type – Right-click in this field and select the appropriate activity type. This is a key Annual 
Report field. 

Category – Right-click in this field and select the appropriate category, if applicable. 

Allow Installment Billing – This option must be selected. 

Your screen should look similar to the following: 

 
 

3 Click Next to continue to the CYMS Information screen. 
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Explanation of the important fields on this screen: 

CYS Prog Type – Right-click in this field and select the appropriate program type. In this example, you 
are creating a full day infant class, so you will select FULLDAY. 

Note: The CYMS program type is very important for two reasons: 1) In conjunction with a household’s 
income level, the program type tells the system what rate to charge; 2) The program type is used in 
creating the waitlist during the Search For Care process. 

Use Cys Rate Calculations? – This option should always be selected. This tells the system to use the 
CYS Rate Maintenance screen to determine the rate the household will be charged. 

Include In Multi Child/Multi Class Fee Calculation? – This option should always be selected, except 
for camps. This makes it possible for the system to automatically calculate fee discounts for 
households that have more than one child enrolled in programs or one child enrolled in more than one 
program. 

CYS Default Installment Bill Freq – This determines how often you will be charging customers that 
enroll in this class. Weekly = every Monday; Bi-weekly = twice per month (the 1st and the 15th of the 
month); Monthly = once per month (the 1st of the month). The billing frequency is not the same as how 
often a customer pays. 
CYS Age Groups – Link the proper age group. In this example, you are setting up a full day infant class, 
so you will link 1-INF by highlighting it in the Available column and clicking Add>>. The Age Group link 
is a key component to the wait list sorting properly. 

Your screen should look similar to the following: 
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4 Click Sections and then click Yes to add a section. 

In this example, each section will be a full day infant classroom in building 1234. 

 
 

Explanation of the important fields on this screen: 

Section – If this is your first classroom under this activity, enter 01 (zero one). The next infant 
classrooms in this building would be 02, 03, etc. 

Spec Desc – Enter a description in the following format: <building number> - <room name or number> 
<program type> (<age group>). For example, 1234 - Gir FD (Inf). This is an important field—it is the 
description the clerk will see when enrolling a child into this class. 
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Fac Id – Right-click in this field and select the room where the class will be held. The Fac Type, Fac 
Loc, and Fac Id fields will fill in when the facility is selected. 

Beg Date/End Date – Since child care is ongoing, you will typically use a date range of today’s date 
through 12/31/2099. However, if you are setting up a camp, you need to make this the exact week the 
camp is being held. For example, if section 01 represents week 1 of your summer camp, the exact week 
should be entered here: 7/7/03–7/11/03. Section 02 (week 2) would be 7/14/03–7/18/03. 

Beg Time/End Time – Enter the center’s open and close time. 

Meet Days – Select only the days of the week this class is held. Failure to toggle the correct days will 
cause the system to prorate customer fees incorrectly. 

Holidays – Do NOT enter holidays—your fee policy already takes holidays into account. Adding holidays 
here will cause the system to prorate customer’s fees incorrectly. 

Your screen should look similar to this:  

 
 

5 Click Next to continue to the Core 2 screen. 
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Explanation of the important fields on this screen: 

Beginning Age/Ending Age – Enter the age range for this classroom. If you are setting up an infant 
room, the range would be .10 (approximately 6 weeks) thru .99. 

Aging Date – This field should be left blank. If there is a date in this field, tab to it and press F8 to 
clear the field.  

Maximum Count – The maximum number of kids allowed in this classroom. If this is a room that is split 
between infants and pre-toddlers, etc., and you are setting up the infant side of the room, enter the 
maximum number of infants in this field. 

Require Current Pass Membership – This option must be selected since all children need valid passes 
to be entered into a class. 

Child Care Activity – This option must be selected; it allows a child care statement to be printed at 
the end of the year. 

Prorate Fees By Class Count – This option must be selected for CDC and SA classes. For Camps, this 
option will not be selected. 
Your screen should look similar to the following: 

CTG-A05 Activity Setup      (Page  6  of  9) 



 
 

6 Click Next to continue to the Comments screen. 

 
 

A Comment Code can be created to provide customers generic information about a group of classes. 
This information will print on the customer’s enrollment receipt. For example, you want to create a fee 
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policy comment code—FPOL. This comment code would be linked to all of your classes and it would 
remind parents that they are required to pay twice per month to avoid incurring a late payment fee, 
etc. 

Misc Comments can be created to provide customers specific information about one class. For 
example, if you are setting up an infant room, you may wish to remind parents that diapers are not 
provided by the center. 

7 Add a Comment Code and/or Misc Comments, if applicable. 

8 Click Next to continue to the Fees screen. 

 
 

Bill codes are linked to general ledger accounts and cost centers. When a customer enrolls into this 
class, the bill code is linked to the enrollment; payments made against the enrollment will be directed 
to the proper general ledger account and cost center. 

Note: If the bill code that gets linked here is connected to the wrong cost center, customer payments 
will post to the wrong cost center.  

9 Right-click in the BillCode field on the first row and select the appropriate bill code for 
the type of class you are creating. 

10 Right-click in the BillCode field on the second row and select the appropriate late bill code 
for the type of class you are creating. 

Your screen should look similar to the following: 
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11 Click Done to save your changes. 

 
Note: In this example, if you had another infant classroom at this location you would click Add and 
repeat steps 4 through 11. 

If, however, you have other classrooms (e.g., pre-tod rooms, toddler rooms, etc.) you would click 
<<Class List and then click Add to create a new Activity number and repeat steps 1 through 11. 
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